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2. B@S9xw@. The COMNAVAIRPAC Staff Goody Locker series as part of the

command’s Morale, Welfare and Recreation (MWR) Program. Resale functions in

the Navy are defined in reference (a) and provide administrative guidance to

effect the most efficient management and operation of MWR programs. Reference

(b) establishes and issues appropriate procedures and instmctions for audits

and fiscai oversight reviews ~: -. _:Tcnannz:nr:acea Fund Instr’mentalit~es

(NAFIS) .
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,,
a. Accountable.Ux. The Goody Locker custodian will be responsible for

the receipt, safekeeping, deposit, disbursement and accountability of the

Goody Locker. Using logbooks tc :zack the flow of inventory and cash, all

sales, nerchanaise receipts =nd <epcs::s x111 be annotated immediately. Sales

receipts should be given tc :’:s:c-.ersand :he custodian wlil r,alntaln copies

of receipts fcr future referer-ce. :- ~:gDook or comparable :e~9er ~:“’stem will

also be used :: track accm=-=s ‘=-=---=--= =TA~ payab~e.----- .A---

b. Invencorv. A baseline :n-:enccr:.’‘~111 be accompilsnea

Locker c.:stoaian and a des~g:-a:si :=~i:eY. 3oth parties wlil

inventory and retain copies.

designatedc. ;ua rterl’~ Closeout. :E.e 2:cd-- :acker custodian and a-.
officer will perform a quartsri:: :icseout by completing a count of :nventory

and cash, comparing it to cn-kar.tiia:ances per the bookkeeping system and

identlf:-~ng/correcting errc~s, “-=+:, ::c.----- The results of :he ~m~~entory will

be prov~ded as a report to c~-e C:--:e::: staff, “~ia the CcTLmana Mastex Chief.

a. ‘_-gon.ecelpt cf m~r~-=-<- -- - -= :Gody Locker :.:stcti~an‘,i’111T,ake a-.------== ----

count , ::Ycle :he corxect .-=-..::--:T-=------ s:gn;aate the lr.-;olce.

and a -l-D-r-. 5 - -G.
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(1) All keys :a the storeroom will be rr.amtained in :he exclusive

custody of the Gooay Locker c<xtodian or deslgnatea alternate at all times.

(2) Access to the storeroom wiil be restricted to the Goody Locker

custodian. If additional personnel require access, they should be accompanied

by the custodian or designated alternate.

(3) All cabinets holding the Goody Locker inventory will have

combination padlocks to ensure an additional layer of security. Maintain a

copy of the combination in a sealed envelope in the cash box. The envelope

will be signed by the Goody Locker custodian and a designated officer. A

logbook will be maintained and will be annotated by the custodian and

designated officer whenever the sealed envelope is opened.

(4) Safe canbinations .{lil be changed -:inenevera new cs~stodian is

appointed or as aixecced by :~-e Chief of Staf:.

b. ~. Cash funds will be storea in a cash box in an operable

safe for added security. Maintain an extra key in the same manner as the

cabinet lock combination/extra key. The cash box will be stored in a small

safe in the storeroom.

+5. Zwi.i&z- ~~r ~=fe~ence ‘~1 “ash f’~nds w~~~~~audited ‘z ‘east ~arterly
The Goody Locker c’~stoaian ‘.J1ll%nsure, a closeQ~t of the Gcoay Locker is

~ompleted at :he end Qf each ~iscal ;-ear. ~r~~r zo re~lef~ ~fie GoodY ‘Ocker
custodian and a des:gnatea ci:icer ‘wI1l conducz a :~OSf50UC k:: COmplf2tln9 a

count of inventory and cash, comparing it to on-hand balances per the

bookkeeping s:istem and ident::;-ingicorrecting e~rorst theft, :~c. The results

of the inventory .fi’~11be pro*,r~5edas a report zc che Chief :5 Staff, via the

Command Master Chief.

7. Act ion The Goodv Locker. c’mtodian and alternate will ke designated In

writing and ccmpl:.’.:~ithall ;:~’~lsions of t~.is :~-structio~-.

Stocked:
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